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RADI O DI SPATCHER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses entry | evel comruni cati ons positions, the
primary duties of which involve nmonitoring and operating the
police radio system and related energency conmunication
equi pnrent for an assigned shift. Radio Dispatchers have the
responsibility of maintaining the location of officers on duty,
di spatching units in accordance with established policies and
procedures, and rel aying informati on or answering questions from

field wunits. Incunbents of this class receive and record
conplaints and mmintain records on comrunications division
activity. Enpl oyees of this class report to and have work

reviewed by the Radi o Dispatcher Supervisor. This class ranks
directly below that of Radi o Di spatcher Supervisor.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Answer s energency and non-energency tel ephones for the police
depart nment, taking appropriate action as designated by
departnment policy. Receives calls for the 911 system Receives
conpl aints over the tel ephone or from other sources, taking as
much information as possible from the caller such as nane,
address, nature of problem and any other information required
by departnental procedures. Records all conplaints and rel ated
information to mnmmintain records of dispatching activity.
Performs any tasks which are required to conply with FCC
regul ati ons.

Di spatches units follow ng departnental procedures, tracking the
| ocati on and status of emergency units at all tinmes. Operates
control board to call designated officers when necessary. Takes
requests for assistance fromunits and provides for requested

assi stance follow ng depart nment al procedures. Rel ays
information or answers questions from field units or refers
guestions to appropriate supervisor. Keeps track of tine and

m | eage on patrol units transporting prisoners, suspects, or
private citizens.

Oper at es conput er keyboard and uses desi gnhated conputer codes to
send or receive nmessages concerning drivers |icenses, runaways,
crimnal records, or related matters from NCIC or other |aw
enforcenent agencies. Directly contacts state police or other
| aw enforcenent agencies to obtain pertinent information.
Li stens to radi o frequenci es such as sheriff’s departnent, state
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police, fire departnment, or others to keep track of activity in
the area and to take appropriate action when necessary. Foll ows
establi shed procedures when registered burglar alarnms are
received by departnental nonitors. Notifies special units of
agenci es designated by departnmental procedures in special or
enmer gency situations.

Personally conpletes forns and records required. Mai nt ai ns
di vi sion records conpil ed or used by the di spatching section or
by Police Oficers and departnent officials using designated
filing system Conpiles and anal yzes data needed for reports.
Wites letters in answer to witten or oral requests addressed
to the communi cations division or needed to handl e problens or
to address other needs of the conmunications division as
assi gned by supervisor.

Tests conmuni cati on equi pment by sending or receiving nessages
to insure proper readiness for service.

Perfornms any related duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must not be less than (19) nineteen years of age.
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